GOVERNMENT MEDICAL COLLEGE & HOSPITAL, CHANDIGARH

(Hospital Building), Sector 32-8, Chandigarh-160030 (Ph:0172-2665253-59, Fax: 0172-2608488)

(ESTABLISHMENT BRANCH-IV)
7 DEC 2018

Dated, Chandigarh the,

—

Endst. No.: GMCH/EIV/EA3/2018/ oy 77 2 T

A copy of letter No. 28/32/88-IH(7)-2018/25280 dated 22.11.2018 titled
“‘Official dealings between the Administration and Members of Parliament and State

Legislatures- Observance of proper procedure” received from the Secretary Personnel,
Chandigarh Administration is forwarded to the followings for information and which is self
explanatory, for necessary action and strict compliance, please:-

The Office Superintendent (Estt. I, II, III, HA-I, HA-II), GMCH, Chandigarh. -

The System Analyst, IT Centre, GMCH with a request to e-circulate/email the same
to all the HODs/Branch Incharges of GMCH Chandigarh.

(v

Stp/er tende stt IV)

for Joint Director ( Adna
v/
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No. 28/32/88-IH(7)-. 018/ 35
Chandigarh Administ: ation
Department of Persc 1nel

Ch: ndigarh, dated the 7}\\\2

To YX )j/
All he Administrative Secretaries/ 0 A%
2 A Hez d of Departments/Offices/Boards/ . Q ol
B\ML\“\ 4 Cororation/Instructions, b i }k i 3¢
¢ } Chzndigarh Administration LE

Subject: - Official dealings between the Acministration and Members
of ['arliament and State Legislat ires- Observance of proper
pro :edure

KK KKK

Sir/Madam,

I an' directed to address you on th:: subject noted above and to
enclose herewity a copy of letter No. 11013/4/2018-Estt.A-II1 dated
11.10.2018 alorgwith its enclosures from tke Under Secretary to the
Government of _ndia, Ministry of Personnel, Public Grievances & Pensions,
Department of P:rsonnel Training, Establishmen: Division, North Block, New
Delhi, which is se f-explanatory for necessary acticn.

You ire requested to ensure that the instructions contained in the
letter under reference are complied with in letter and spirit.

You: s faithfully,

a
Sup<rintendent Personnel
‘ Chairdigarh Administration .

Endst. No. 28/32/:38-IH(7)-2018/4 yRFo-A  pate d:g,z/)l/alvlf

A copy alongwith a copy of enclosures is forwarded to all the
Administrative Branches, Chandigarh Administratio for similar action.

Superintendent Personnel
Chardigarh Administration
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G vernment of India T / S
Ministry of Personr el, Public Grievances and Pensions™ == ,
A s Departme 1t of Personnel & Training BAISECY. ( N ) )_1_‘1 o=

/ ‘ Est iblishment Division
B . ) o
( NOL A=A : 'Q_T\I.é\ Delhi
,l,q PA/PSH/ = Dated 11 October, 2018

Dated:— 2A=toc®
OFIFICE MEMORANDUM

Official dealings hetween the Administration and Members of
Parliament and State legislatures — Observance of proper procedure.

%&%wned is directed to refer to this Department’s Office Memorandum
No 1¥1013/4/)2011-Estt.(A) dated 1st December 2011 subsequently eiterated wvide
letter dated the October 9, 2012 from Secretary (Personn:zl), O M. No.
Y4 11013/2/2012 -Estt.A dated 19.11.2014 and O.M. of even No. dated 7.C2.201& (copies
ericlosed) on the subject mentioned above and to reiterate these instructions for strict
compliance on the recommendations of the Committee of Privileges, Lok Sabha in its
Sixth Report tabled in the Lok Sabha on 20.12.2017 and Committee on Viclation of
Protocol Norms and Contemptuous Behaviour of Government Officers with Members of
Lok Sabha in its Fourth and Fifth Report tabled in the Lok Sabha on 01.03.2016.

bject:

Bldold'lf_‘) paje(

/,/?;gh aforementioned commvunications are followed by all officials concerned, both

All Ministries/ Departmezlfs are requested to ensure that instiuctions issued
g/" ¢ %gr;: letter and spirit. Violation of these guidelines will be viewed seriously
S(F

Chief Secretaries of all States/ UTs are requested circulate these instructions to
State Government officials «t the State/ Division and District leve s and sensitize

/ 1 . ;
"&ﬁéﬁem with regard to their duties and obligations in so far as the movement of Members
of Parliament in general and more particularly during Parliament sessions. It is also

=
\\
m‘b requested to periodically review implementation of these instructions.

\( \3 Hindi version will follow
P
N N

WY

r
\\Vy&) (Nitin Gupta)
Under Secretary to the Government of India

Tei: 011-23040264
g Encl: As above.

e

To
M,Lﬁ 1. All Ministries / Departinents (as per standard list)
2. Chief Secretaries of all States / UTs (as per standard list)

Copy to:

Secretary, Ministry of Home Affairs, North Block, New Delhi - with the request
to take appropriate action with regard to recommendation at para 4¢ of Commitree of
Privileges, Lok Sabha in its Sixth Report tabled in the Lok Sabha on 20.12.2017 (copy

enclosed).
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F.No. 11013/4/2018-Estt.A-1']
Goverr.ment of India
Ministry f{ Personnel, Public Grievances and Pensions
Jepartment of Personnel & Train ng
Establishment Division
North Block, New Delh

Dated 7% February, 201¢

OFFICE MEMORANDUM
Subject: Official dcalings between the Administration and Memters of
Parliamen: and State legislatures - Observance of proper

procedure.

The Members oif Parliament and State Legislatures, as the acc edited
representatives of the jeople, occupy a very important place in our demcratic
set-up. In connection with their duties, they often find it necessary t> seek
information from the DMinistries/ Departments of the Government of Irdia or

the State Governments or make suggestions for their consideration or ask for
interviews with the offic=rs.

2. The guidelines ccncerning official dealings between Administraticn and
Members of Parliamert and State Legislatures have been issued by the
Ministry of Personnel, P ablic Grievances and Pensions and reiterated froin time
to time. The provisions of the Central Secretariat Manual of Office Pro edure
regarding prompt disprsal of communications from MPs have alsc been
reiterated from time tc time. However, keeping in view the instances of
occasional nori-observa ice of the above guidelines, a need was felt >y the
Committee of Privileges of the Lok Sabha for consolidating and reiterati1g the
existing instructions. Accordingly, revised comprehensive guidelines were
issued by this Departinent vide Office Memorandum No. 11013/4,2011-
Estt.(A) dated st December 2011 (copy enclosed). A copy of former Se: retary
(P)’s D.O. No. 11013/4,2011-Estt.(A) dated 9th October, 2012 and O./4. No.
11013/2/2012-Estt.A deted 19.11.20104 reiterating the said instructio1s are
also enclosed for ready r¢ ference.

3 The Committee o:1 Violation of Protocol Norms and Contemptuous
Behaviour of Government Officers with Members of Lok Sabha in its &econd
Report tabled in the Lok Sabha on 4.01.2018 has recommended that the
consolidated instructiors/ guidelines on Official dealing between the
Administration and Member of Parliament and State Legislature should : trictly
be complied by all the Go -ernment servants, both in letter and spirit.

4 The Comnmittee or Violation of Protocol Norms and Contem;j tuous
Behaviour of Government Officers with Members of Lok Sabha in Paragre ph 43
of its Third Re»ort tablec in the Lok Sabha on 4.01.2018 has recommended
discouraging and desisiing the State Governments to involve Private
companies/ agencies in organizing/ sponsoring functions vhich
essentially fall under the domain of State Governments.



>, All Ministries/ Departments are requested to ensure that the above basic
o Principles and instructions are followed by all officials concerned, both in letter
* and spir't. Violation of the guidel nes laid down on this subject will be viewed
seriously.

0. Chief Secretaries of al] States/ UTs are requested to circulate these
instructions to all State Government officials at the State/ Division and District

levels and ro periodically review Implementation. )
%')&‘/q)\\“b

| .(\é
(Nitin upta)
* Under Secretary to the Governiment of India
Tel: 011-23040264

Encl: As above.

o O ¢

1. All Ministries / Departments (as per standard list)
2. Chicf Secretaries of all States / UTs (as per standard list)

Bepi T
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F.No. 11013/2/2012-Estt.A
€ Government of India
Ministr of Personnel, Public Grievances and Pensions
Department of Personnel & Training
Establishment Division
North Block, New Delhi
Dated November 19, 2014

Subject: Official dealings between the Administration and Members of Parliament and
State legislatures — Observance of proper procedure.

The Members of Parliament and State Legislatures as the accredited representatives of the
people occupy a very important place in our democratic set-up. [n connection with their duties,
they often find it necessary to seek information from the Ministries/ Departments of the

Government of India or the state Governments, or make suggestions for their consideration or ask
for interviews with the officers, !

Z: The guidelines concerning official dealings between Administration and Members of
Parliament and State Legislatures have been issued by the Ministry of Personnel, Public
Grievances and Pensions and reiterated from time to time. The provisions of the Central
Secretariat Manual of Office Procedure regarding prompt disposal of communications from MPs
have also been reiterated from time to time. However, keeping in view the instances of
occasional non-observance of the above guidelines, a need was felt by the Committee of
Privileges of the Lok Sabha for consolidating and reiterating the existing instructions.
Accordingly, revised comprehensive guidelines were issued by this Department vide Office
Memorandum No. 11013/4/2011-Estt.(A) dated 1** December 2011 (copy enclosed). A copy of
former Secretary (P)'s D.0. No. 11013/4/2011-Estt.(A) dated 9™ October, 2012 reiterating the
said instructions is also enclosed for ready reference.

% The Committee on Violation of Protocol Norms and Contemptuous Behaviour of
Government Officers with Members of Lok Sabha in Paragraph 63 of its First Report tabled in
the Lok Sabha on 06.02.2014 has recommended that this Department may sensitise all civil
servants and officials in various Ministries and Departments particularly under them for strict

compliance of the instructions relating to official dealings issued in this regard between the
Administration and the Members of Parliament.

4, The Committee on Violation of Protocol Norms and Contemptuous Behaviour of
Government Officers with Members of Lok Sabha at its first sitting held on 28 October, 2014,
also felt that the consolidated instructions/ guidelines issued by the Department of Personnel &
Training (DoPT) on 1 December, 2011 on Official Dealing between Administration and Members
of Parliament need to be again circulated to all concerned Executive Functionaries.

5. All Ministries/ Departments are requested to ensure that the above basic principles and
instructions are followed by all officials concerned, both in letter in spirit. Violation of the
guidelines laid down on this subject will be viewed seriously.

6. Chief Secretaries of afl States/ UTs are requested to circulate these instructions to all State

Government officials at the State/ Division and District levels and to periodically review
implementation.

woe ™
2

_ (J\A. Vaidyanathan)
Director (Establishment)
To

1. All Ministries / Departments (as per standard list)
2. Chief Secretaries of all States / UTs (as per standard list)



No. 11013/4/2011-Estt. (A)
Government of india
Mlnlstn of Personnel, Public Grievances and Pensfons
‘Department of Personnel and Tralning)

North Block, Ne v Delhi.
01* Decemb:r, 2011

‘OFFICE MEMORANDUM

Subject: Officlal dealings betwe,en'_the Administration and Men bers of
: Parliament and State Legislatures - Observance of proper
procedure,.

The Members of Parliament and State Legislatures as the accredited
-representatives of the people occupy a very Important place in our
democratic set-up. [n connectlon with their dutles, they often find t
necessary to seek information from the Ministries/Departments of the
Government of India or the State Governments, or make suggestions “or their
consideration or ask for interviews with the officers. Certain well-recognized
principles and conventions to govern the relations between the Meribers of

Parllament/ State Legislatures and Government servants have airealy been
astablishad.

2., Reference is invited to the guidelines concerning the official «iealings
between Administration and Members of Parliament and State Legislatures
which were issued by the Cabinet Secretariat (Department of Personnel and
Administrative Reforms, in the O.M. No 25/19/64-Estt. (A) dated 08.1.1974).
The importance of adherence to these guidelines was relterated in the
Department of Personnel and Training’s O.M. No. 11013/6/2005-k:stt. (A)
dated 17.08.2007. The provisions of the Central Secretariat Manual of Office
Procedure regarding prompt disposal of communications from MPs have also
been reiterated by the Department of Administrative Reforms and Public
Grievances. The Minister of State for Personnel, Public Grievan:es and
Pensions has atso written to all Ministers in this regard vide D.O letter dated
6" May, 2011, requesting that a mechanism may be set up to per odically

monitor progress in disposal of references received from Members of
Parliament.

3. Some instances of non-adherence to the existing guldelines have been
brought to Government's attention by Members of Parliament and a rieed has
been felt for agaln sensltlzlng all administrative authorities concerned.

4, The Central Secretariat Manual of Office Procedure provides {ollowing
instructions for prompt disposal of letters from Members of Parilament:-

Correspondence with Members of Parllament -

(1) Communications recelved from a Member of Parllamenl should be
attended to promptly.

(2) Where a communication Is addressed to a Minister or a Secretary
to the Government, it should, as far as practicable, be replied to by



]

the Minister or the Secretary himself as ths case may be. Where it
is not practicable for the Minister to reply, a reply should normally
be issued under the signature of an officer of the rank of Secretary
to the Government.

(3) Where a communication is addressed to the head of an attached
or subordinate office, Public- Sector Undertakings, Financlal

Institutions (including nationalized banks) Division/Branch In
charge in a2 Ministry/Department/Organization, it should be replied
to by the addressee himself. In such cases, care may be taken to
ensure that wherever policy Issues are involved, approval of the
competant authority is obtalned before a reply is sent. It should,
however, be ensured that the minimum level at which such replies
are sent to Member of Parliament Is that of Under Secretary and
that also in a polite letter form only.

(4) Informatian sought by a Member of Parliament should be supplied
unless it is of such a nature that it would have been denied to him,
if similar information had been sought In Parliament.

(5} While corresponding with Members of Parllament, it shouid be
ensured that the letter Is legible. Pre-printed or cyclostyled
replies should be scrupulously avolded.

(6) In case a reference from an ex-member of Parliament is addressed
to a Minister or Secretary, reply to such reference may be sent by
the concerned Divisional Head after obtaining approval of the
Secretary of Ministry/Department.

In case the reference is addressed to a lower level officer,
reply to such reference could be sent by the officer on his own in
non-policy cases and after obtaining approval of the higher
authorities in policy cases. Here also, it may be ensured that the
minimum level at which a reply is sent Is that of an Under
Secretary and that too in a polite letter form only.

Prompt response to letters recelved -

(1) Each communication received from the Member of Parliament, a
member of the public, a recognized association or a public body

will be acknowledged within 156 days, followed by a reply within the
next 15 days of acknowledgement sent.

(2) Where a delay is anticipated In sending a final reply, or where the
iInformation has to be obtained from another Ministry or another
office, an interim reply may be sent within a month (from:the date
of receipt of the communlcation) indicating the possible date by
which a final reply can be given.

(3) Ifanysuch communlcation Is wrongly addressed to a department,
it should be transferred promptly (within a week) to the
appropriate department under intimation to the party concerned.

3. The aforesaid guidelines also cover Official dealings betwsen
Administration and Members of Parliament/State Legislatures. In this
context, attention is also invited to Rule 3(2A) of All India Service (Conduct)
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Rule, 1968 and Rule 3-A of Central Civil Service (Ct nduct) Rules, 1964 which
provid: as follows:-

Every member of the service shall in the disct arge of his duties actin a

courteous manner and shall not adopt dllatory tactics in his dealings with the
public or otherwise. '

The existing instructlons are hereby approcoriately strengthened to
emphacsize the basic principles to be borne In nind by the Government
servants whlle interacting with the Members o’ Parllament and State
Leglslatures. These are as follows :-

(i) Government servants should show courtesy and congideration to
Membaers of Parliament and State Legisiatures,

(I while the Government servants should consider carefully or listen
patiently to what the Members of Parllament and of the State
Legislatures may have to say, the Governmert servant should always
act according to his own best judgment and as per the rules;

(1) Any devlation from an appointment made with a Member of
Parliament/State Legislature must be promp:ly explained to him to

avold any possible inconvenience. Fresh appcintment should be fixed
in consultation with him;

(iv) An officer should be meticulously correct and courteous and rise to
recelve and see off a Member of Parliament/State Legislature visiting
him. Arrangements may be made to recelve the Members of Parliament
when, after taking prior appointment, they visit the officer of the
Government of India, State Government or local Government.
Arrangements may also be made to permit entry of vehicles of the
Members to these Offices subject to security requirements/restrictions;

(v) Members of Parliament of the area should invariably be invited to
publlc functions organized by a Government office. Propsr and
comfortable seating arrangements at public functions and proper
order of seating on the dais should be made for Members keeping In
view the fact that they appear above officers of the rank of Secretaries
to Government of India In the Warrant of Precadence; The invitation
cards and medla events, if. organized for the function held in the
constituency, may include the names of .the Members of that
constituency who have confirmed participation in these functions.

It is clarifled that If a constituency of any Member of Parliament is
spread over more than one District, the M.P should invariably be invited

to all the functions held In any of the Districts which are part of his/her
constituency;

(vl) Where any meeting convened by the Government is to be attended
by Members of Parliament, special care should be taken to see that
notice is given to them In good time regarding the date, time, venue etc.
of the meeting. It should also be ensured that there is no slip in any
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matter of detail, howe er minor it may be. It should aspecially be
ensured that:--

(a) intimations :1egarding public meetings/functions are sent
through speedie- communication devices to the M.Ps, so that
they reach them well in time, and

(b) that recsip! of Intimation by the M.P is confirmed by the
officer/official concerned;

(vii) Letters from Members of Parliament and Members of State
Legislatures must be promptly acknowledged, and a reply sent at an

appropriate level expedltiously as per the relevant provisions of the
Central Secretariat Nanual of Offlce Procedure;

(viii) Information or statistics relating to matters of local importance
must be furnished to the MPs and MLAs when asked for. The
information so supplied should he specific and answer the points -

ralsed. A soft copyv of the information should also he sent to the
Member via e-mail;

{ix) If the information sought by a Member of Parliament cannot be
given and Is to be refused, instructions from a higher authority should
be taken and the raasons for not furnishing the information should be
given in the reply,

(x) Wherever any Ietter from a Member of Parllament is in English and
the reply is required to be given in Hindi in terms of the Official
Languages Act, 1963 and the rules framed there under, an English
translation should also be sent along with the reply for the convenience
of such Members of Parliament from non Hindl speaking areas;

(xi) References from the Committees of Parliament must be attended to
promptly;

(xil) The offlcers should not Ignore telephonic messages left for them by
the Members of Parliament/State Legisiatures in their absence and
should try to contact at the earllest the Member of Parllament/State
Legislature concerned. These instructions also include SMS and e-

mails recelved on official mobile telephones which also should be
replied to promptly and on priority;

(xiii) All Ministries/Departments may ensure that the powers of
Members of Parliament/State Legislatures as Chairpersons/ Membars
of committees under various Centrally Sponsored/Central Sector
government schemes are clearly and adequately defined; and

(xiv) A Government servant should not approach MPs/MLAs for
sponsoring his individual case as bringing or attempting to bring
political or non-officiat or other outside influence is prohibited under
the conduct Rules e.g. Rule 18 of the All India Service (Conduct) Rules,
1968 and Rule 20 of the Central Civil Services (Conduct) Rules.



43l

~5-

6. All Ministries/Departments are requested to ensure that the above
basic principles and Instructions are followed by all officials con:erned,
both In tetter and spirit. Violation of the guidelines lald down on this subject
will be viewed serlously.

7. Any violation of relevant Conduct Rules in this regard, which violation is
established after due enquiry will render the Government servant
concerned liable for appropriate punishment as per Rule.

CTyET -
(C.A. Subramanian)
Joint Secretary to the Government of Indla

.

To

All the Ministries/Departments of Government of India

Copy to:-

Presidents Secretariat/ Vice Presidents Secretariat.
PMO/Cabinet Secretarlat.

. Comptroller and Auditor General of india.
UPSC/SSCILBSNAA/ISTM/CVC/CIC.
L ok Sabha Secretarial/ Rajya Sabha Secretariat.
All Officers/Sections in Ministry of Personnel, PG & Pension.

7. NIC,K DOPT-please upload this OM on this Department’s website

N Bty B —

2

Copy also to:
Chief Secretaries of all States / UTs with a request to circulatz these

instru stions to all State Government officials at the State/Divis on and
Distric t levels and to periodically review implementation.

o
(C.A. SUubramanian)

Joint Secretary to the Government of Indla
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Dear Chief Secretary,

You would be aware that guidclines concerning official dealings betwe
Administration and Members of Parliament and Otate Legislatures have been issued Oy
the Ministry of Personnel, Public Grievances and Pensions.  However, keeping in vi w
certain instances of occasional non-observance of the above guidelines, the Committec of
Privileges of the .ok Sabha recommended conso’idation and reiteration of the exist ng

H

instructions so that all concermed are aware of the same.  Accordingly, revi ad
mmpmhuxswg guidelines have beeu issued by thic Department vide Office Menmorand im
Ne. 11013/4 /207 1-liswe. A dated 15t December, 2011, Copy of this O .M. was also forware od
o the Chief Secrelaries of all the States/UTs vide D.O. letter dated 8122011 from ny
predecessor with the request that these instiuctions may he cirealated to all officials of he
Slate Gavernment tor compliance.

2 A copy of the above instructions dated 120 December, 2011 is again enclosed.  Uis
once again requested that these instructions may be circulated to all officials of the & ate
Government for compliance.

3 Some Members of Parliament have brought to the nolice of this Departe ent
directly or through Lok Sabha / Rajya Sabha Secretaviat that District level officials | ave
not been showing them due regard and courtesy  This has also been vaised in the re ent
meeting of the Committee on violation of Protocol Norms and Coutemptuous Behav our
of Government Officers with Members of Lok Sabha coustituted by the [Honble Spei <er.

-

[Uis, therefore, advised that implementation of the above mentioned instructions are | be
periodically reiterated and lLVlCWLL‘ in. the Conference of District Ma,v(stmlu / Colle rors
and Superintendent of Policé of your States / UTs

4. You may please issue necessary directions Lo the district level officers and ged a
copv Lo this Department for its onward lransmission to the Lok Sabha Secretaric .. as
desired by them.

With regards,
Yours sincerely,

b

. (P.1¢. Masra)

( By N ogne
Chief Secretaries of all States / UTs

( As berc Q@)’)



Copy alongwith enclosures to;

I, .51

iscussing in the Annual Chief Secretedies Conference.

2. sSh.

3. sh.

V.R.

Ramesh,

Joint Secretary,

Alak tawal, Secretary (Coardination), Cabinel Secretarial, New Delhl
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sanjay Kothari, Secretary, D/o Adnunisteative Reforms and Public Grievances, Sard
diel Bhawan, New Delhi with the iequest to make it as one of Lthe Agenda items
Lok Sabha Secretariat (Privileges & Ethics Bianc
Carfiament llouse, New Dethi w.r.t. their @ M. No. 12/1/2012-CaoPV daled 13.9.2012
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